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U.S. Department of Housing and Urban
Development

Notice PIH 96-21 (HA)

Special Attention:

Secretary's Representatives; State and

Area Coordinators; Public Housing

Office Directors; Native American

Programs Office Administrators;
Public Housing Agencies;

Indian Housing Agencies

Issued: April 19, 1996
Expires: April 30, 1997

Cross References:

Subject: Update - Accounting Procedures for Speci al
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PURPCSE. This Notice updates and supersedes Notice PIH
95-1. This Notice provides instructions and procedures
to State and Area O fices and housi ng agenci es (HAs),

i ncl udi ng I ndi an Housing Authorities (IHAs), for
budgeti ng, requisitioning and approvi ng paynent of

special Section 8 admnistrative fees provided in FY 1995
for service coordinators for Famly Self-Sufficiency
(FSS) and Section 8 counseling, as applicable.

Congress did not authorize Fiscal Year 1996 funds to pay
for service coordinators for FSS. The instructions in
this notice are provided to assist HAs, |HAs and
State/area offices in the processing of financial
docunent s.

This notice al so provi des new procedures applicable to
the HUD Central Accounting and Prograns System ( HUDCAPS) .

BACKGROUND: I n Fiscal Year 1995, Congress authorized
funding to support fees for service coordinators for FSS
and Section 8 nobility counseling. These funds were used
by the HAs to either retain the services of a service
coordi nator to coordinate the supportive services under
the FSS program or to enploy a counseling agency to
assi st Section 8 rental voucher and certificate hol ders
to nove to census tracts having | ow concentrations of |ow
income famlies.
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FI ELD OFFI CE PROCESSI NG PROCEDURES.

Fundi ng provided for a service coordinator is
considered as a special admnistrative fee and a
separate funding increnent will be reserved and
contracted in HUDCAPS. Instructions for reserving
and contracting special fee increnments i n HUIDCAPS
are contained in the Reservations and Contracts
Procedures gui de for HUDCAPS.

Fundi ng for a service coordinator will be listed on
the funding exhibit of the ACC as a new fundi ng
increment, and have a termof one year. Each
funding increnent will have its own begi nning and
ending date of termand will not be renewabl e at the
end of the term

ACC Contract Terns. The first day of termand | ast
date of termfor the service coordi nator funding
increment nust be entered on the fundi ng exhi bit
before the ACCis transmtted to the HA for

execut i on.

The first day of termshall be the first day of the
month. To calculate the effective date of the
funding increnment, the Field Gfice shall allowthe
HA at |east 30 days fromthe day the ACCis sent to
the HA for signature to return a properly executed
ACC to HUD. For exanple, if the Field Ofice
prepares an ACC on Septenber 15, and sends the ACC
to the HA for signature on Septenber 20, the Field
G fice would enter an effective date of Novenber 1
on the funding exhibit before sending the ACCto the
HA.

If the Field Ofice determnes that 30 days is not
sufficient tinme for the HA to execute the ACC and
return it to HUD, the Field Ofice nay exercise
discretion to establish a later effective date.
However, such date nust always be the first day of a
nmont h.



For nore information regarding Section 8 ACC
requi renents, see PIH Notice 94-29 issued on
May 26, 1994.

C Program Codes. State and area offices nust use the
fol | owi ng HUDCAPS pr ogr am codes:

Section 8 Counseling (litigation or nobility)

Rental Certificate program PACSE
Rental Voucher program * PACCVY
Famly Self Sufficiency Program Coordi nat or
Rental Certificate program PFSQO
Rental Voucher program * PFSVO

* A Certificate programtype is used to process
special fees for admnistrative conveni ence, and the
voucher programtype is used only when the HA does
not have a rental certificate program

D. Fundi ng I ncrenment Nunber : |In HUDCAPS, special fees
require the replacement of the sequential portion of
the funding increnent nunber with a custom val ue
beginning with the letter "F' for FSS Coordi nator
Fees or "C' for Section 8 Counseling Fees, followed
by a two-digit sequential nunber. (Funds for
l[itigation nobility counseling are included in the
"C' category.) See the HUDCAPS Reservations and
Contracts procedures guide for instructions on
changing the last four characters to reflect these
speci al fees.

EXAMPLE: MAOO2CEQOF01, for FSS coordi nator fees

MAOO2CEOQD1, for Section 8 counseling
fees

If an incorrect funding increment nunber has al ready been
entered i nto HUDCAPS, the existing reservation and
contract, if applicable nust be cancel ed and reentered
usi ng the correct funding increnent nunber.

DOCUMENTS. The HAis not required to submt a separate
requi sition, budget or year-end statenment for funding

whi ch has been provided to support special fees for
service coordinator or nobility counseling. Instead, the
HA wi || include the special funding increnment, along with
its ongoing and renewal funding increnents as part of the
consol idated financial docunents submtted to HUD.
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Form HUD- 52673, Estinmate of Total Required Annua
Contributions. The HA nust report the amount of
contract authority under the ACC on Line 11 of the
Form HUD 52673, and the anmount clained for the
special fees on Line 18, along with the estinmated
amount of the hard-to-house fees. The HA is not
required to report the special fees on the Form HID
52672.

The special fees are not earned based on a formul a
like the earned ongoing admnistrative fee, but are

based on actual costs incurred by the HA The
amount of the special fees nust be broken out from
t he hard-to-house fees and reported at the bottom of
t he Form HUD- 52673 with a note specifying the

i ndi vidual anmounts are for a service coordi nator, or
nmobi | ity counsel i ng.

Form HUD- 52681, Voucher for Paynment of Annual
Contributions and Operating Statenent . The HA nust
al so report the amount of contract authority under
the ACC on Line 12 of the Form HUD 52681. At the
end of the HA fiscal year, the anmount of specia
admnistrative fees for a service coordi nator or
nmobi | ity counseling nust be entered on Line 20 of
the form along with the anount of the hard-to-house
fees earned for the year. The HAis not required to
submt a supporting schedule to cost justify the
speci al fees since the HA has al ready provided
justification for the fee in the application to HUD.
However, the HA nust note the total anount of

special fees clainmed for service coordi nator or

nmobi lity counseling at the bottom of the Form HUD-
52681.

If the HA does not spend all of the funding for
special fees within the one year termof the ACC
the HA may use the undi sbursed budget authority
(i.e., programreserves) to support paynents for
special fees. The funding for special fees is
available until fully disbursed, even after the
contract has expired. Therefore, any unused portion
of the special fees should be tracked separately
fromthe "regul ar programreserves" and State/ Area
O fices nust be sure to deduct the special fee
programreserves from"regul ar programreserves"
when cal cul ating the anount of reserves avail abl e
for extensions.



V. CONTACT. Should staff require further assistance,
contact the Finance Dvision at (202) 708-2934.

Kevi n Emanuel Mar chman
Deputy Assistant Secretary
for D stressed and Troubl ed
Housi ng Recovery



